IR ‘- | @& T8

General Services Office
secords Sarvices Division
Recorde Management aad Disteibution Brarch

st
»

o
3
.-,.*
:L
P'U
U

a. Advenced decords liancgsment
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(1) Progrean - To provids e comprehensive krowledge of the
manazement of goverrment records. Includes a detailed
study; of the requirements of the Federal Records Law
anc. agtion necessar, for mesting the réquirements of
this E«w- the application of managemert techniques Lo
the creation, meintenence, utlllJatloh, preservation and
dispogition of records. Also includes a discussion of
laws and regulations governing the preservation =nd dis-
posal of records, appraisal, systemati¢ retirement,
storage, disposel and microphotography; the deveLochnt
and apolication ef records retention and disposal shand-
ards.

(2) Treining Objectivas — To obtain technical competence in
advaneed records management. Comparable to course :hunber
4-217, Department of Agriculture Gradudte School,

b. Records banagement -~ Gonsultants

(1) Progran - It is antlcipated that services of consultants
in the field of dccords Management will be required in
Fy 195 and Fy 1955. Request allocatidn of funds anprexi-~
mating $500.00 par resr for this purpose,

(=) Traililg Objective - To meet agency needs in providing
techniual competance in Hecords Admlnlstration and pro-

cedures,




